
MAIL TO:

STATE OF UTAH
DIVISION OF PURCHASING
3150 STATE OFFICE BUILDING, STATE CAPITOL
P.O. BOX 141061
SALT LAKE CITY, UTAH 84114-1061
TELEPHONE (801) 538-3026
http://www.purchasing.state.ut.us

Request for Proposal

Agency Contract

Solicitation  Number:

Due Date:

Date Sent:

DR3028

09/17/02 at 3:00 P.M.

August 27, 2002

 
 
 
 
     

Goods and services to be

purchased: CHILD NUTRITION PROGRAMS AT THE UTAH STATE OFFICE OF EDUCATION.

Please complete
Company Name Federal Tax Identification Number

Ordering Address City State Zip Code

Remittance Address (if different from ordering address) City State Zip Code

Type 
        Corporation           Partnership          Proprietorship           Government

Company Contact Person

Telephone Number (include area code) Fax Number (include area code)

Company’s Internet Web Address Email Address

Discount Terms (for bid purposes, bid discounts less than 30 days will not be
considered)

Days Required for Delivery After Receipt of Order (see attached for any
required minimums)

The following documents are included in this solicitation: Solicitation forms, instructions and general provisions, and
specifications.  Please review all documents carefully before completing.

The undersigned certifies that the goods or services offered are produced, mined, grown, manufactured, or performed in
Utah. Yes_____ No_____.  If no, enter where produced, etc.___________________________________________
Offeror’s Authorized Representative’s Signature Date

Type or Print Name Position or Title



STATE OF UTAH
DIVISION OF PURCHASING 

Request for Proposal Solicitation Number:

Due Date:

DR3028

09/17/02

Vendor Name:   

REQUEST FOR PROPOSAL TO CONDUCT ADMINISTRATIVE REVIEWS FOR THE UTAH STATE OFFICE OF EDUCATION/CHILD NUTRITION
PROGRAMS AT INSTITUTIONS AS PER ATTACHED SPECIFICATIONS.

FOR QUESTIONS OR CLARIFICATION PER THE ATTACHED SPECIFICATIONS PLEASE CONTACT WARREN GADDIS AT 801-538-7623.

FOR PURCHASING CLARIFICATION OR QUESTIONS PLEASE CONTACT DANIEL REISNER AT 801-538-3216.
*********
REFERENCE RX:  400 32000000006.



REQUEST FOR PROPOSAL - INSTRUCTIONS AND GENERAL PROVISIONS

1. PROPOSAL PREPARATION:    (a)  All prices and notations must be
in ink or typewritten.    (b)  Price each item separately.  Unit price shall be
shown and a total price shall be entered for each item bid.   (c)  Unit price
will govern, if there is an error in the extension.  (d)  Delivery of services as
proposed is critical and must be adhered to.  (e) Incomplete proposals may
be rejected.  (f) This proposal may not be withdrawn for a period of 60
days from the due date.  (g) Where applicable, all proposals must include
complete manufacturer’s descriptive literature.  (h) By signing the proposal
the offeror certifies that all of the information provided is accurate, that
they are willing and able to furnish the item(s) specified, and that prices
offered are correct.

2. SUBMITTING THE PROPOSAL:  (a)  The proposal must be signed
in ink, sealed, and if mailed, mailed in a properly-addressed envelope to the
DIVISION OF PURCHASING, 3150 State Office Building, Capitol Hill,
Salt Lake City, UT 84114-1061.  The "Solicitation Number" and "Due
Date" must appear on the outside of the envelope.  (b)  Proposals,
modifications, or corrections received after the closing time on the "Due
Date" will be considered late and handled in accordance with the Utah
Procurement Rules, section 3-209.  (c)  Your proposal will be considered
only if it is submitted on the forms provided by the state.  Facsimile
transmission of proposals to DIVISION will not be considered.   (d) 
All prices quoted must be both F.O.B. Origin per paragraph 1.(c) and
F.O.B. Destination.  Additional charges including but not limited to
delivery, drayage, express, parcel post, packing, cartage, insurance, license
fees, permits, costs of bonds, or for any other purpose must be included in
the proposal for consideration and approval by the Division of Purchasing
& General Services (DIVISION).  Upon award of the contract, the shipping
terms will be F.O.B. Destination, Freight Prepaid with freight charges to be
added to the invoice unless otherwise specified by the DIVISION. No
charge for delivery, drayage, express, parcel post, packing, cartage,
insurance, license fees, permits, costs of bonds, or for any other purpose
will be paid by the state unless specifically included in the proposal and
accepted by DIVISION.   (e)  By signing the proposal the offeror certifies
that all of the information provided is accurate and that he/she offers to
furnish materials/services for purchase in strict accordance with he
requirements of this proposal including all terms and conditions.

3. BONDS:  The state has the right to require a bid or proposal bond,
payment bond and/or a faithful performance bond from the offeror in an
amount not to exceed the amount of the contract.

4. PROPRIETARY INFORMATION:  Suppliers are required to mark any
specific information contained in their bid which is not to be disclosed to
the public or used for purposes other than the evaluation of the bid.  Each
request for non-disclosure must be accompanied by a specific justification
explaining why the information is to be protected. Pricing and service
elements of any proposal will not be considered proprietary.  All material
becomes the property of the state and may be returned only at the state's
option.  Proposals submitted may be reviewed and evaluated by any
persons at the discretion of the state.

5. BEST AND FINAL OFFERS: Discussions may be conducted with
offerors who submit proposals determined to be reasonably susceptible of
being selected for award for the purpose of assuring full understanding of,
and responsiveness to, solicitation requirements.  Prior to award, these
offerors may be asked to submit  best and final offers.  In conducting
discussions, there shall be no disclosure of any information derived from
proposals submitted by a competing offeror.

6. SAMPLES:  Samples, brochures, etc., when required, must be furnished

free of expense to the state and if not destroyed by tests may, upon request
made at the time the sample is furnished, be returned at the offeror's expense.

7. DIVISION APPROVAL:  Contracts written with the State of Utah, as a
result of this proposal, will not be legally binding without the written
approval of the Director of the DIVISION.

8. AWARD OF CONTRACT:  (a)  The contract will be awarded with
reasonable promptness, by written notice, to the lowest responsible offeror
whose proposal is determined to be the most advantageous to the state, taking
into consideration price and evaluation factors set forth in the RFP.  No other
factors or criteria will be used in the evaluation.  The contract file shall contain
the basis on which the award is made. Refer to Utah Code Annotated 65-56-
21.  (b)  The DIVISION can reject any and all proposals.  And it can waive
any informality, or technicality in any proposal received, if the DIVISION
believes it would serve the best interests of the state.  (c)  Before, or after, the
award of a contract the DIVISION has the right to inspect the offeror's
premises and all business records to determine the offeror's ability to meet
contract requirements.  (d) The DIVISION will open proposals publicly,
identifying only the names of the offerors.  Proposals and modifications shall
be time stamped upon receipt and held in a secure place until the due date. 
After the due date, a register of proposals shall be established.  The register
shall be open to public inspection, but the proposals will be seen only by
authorized DIVISION staff and those selected by DIVISION  to evaluate the
proposals.  The proposal(s) of the successful offeror(s) shall be open for
public inspection for 90 days after the award of the contract(s).  (e)  Utah has
a reciprocal preference law which will be applied against bidders bidding
products or services produced in states which discriminate against Utah
products.  For details see Section 63-56 20.5 -20.6, Utah Code Annotated.  

9. ANTI-DISCRIMINATION ACT:  The offeror agrees to abide by the
provisions of the Utah Anti-discrimination Act, Title 34 Chapter 35, U.C.A.
1953, as amended, and Title VI and Title VII of the Civil Rights Act of 1964
(42 USC 2000e), which prohibit discrimination against any employee or
applicant for employment, or any applicant or recipient of services, on the
basis of race, religion, color, or national origin; and further agrees to abide by
Executive Order No. 11246, as amended, which prohibits discrimination on
the basis of sex; 45 CFR 90 which prohibits discrimination on the basis of age,
and Section 504 of the Rehabilitation Act of 1973 or the Americans with
Disabilities Act of 1990, which prohibits discrimination on the basis of
disabilities.  Also offeror agrees to abide by Utah's Executive Order, dated
March 17, 1993, which prohibits sexual harassment in the workplace.  Vendor
must include this provision in every subcontract or purchase order relating to
purchases by the State of Utah to insure that the subcontractors and vendors
are bound by this provision.

10. WARRANTY:  The contractor agrees to warrant and assume
responsibility for all products (including hardware, firmware, and/or software
products) that it licenses, contracts, or sells to the State of Utah under this
contract for a period of one year, unless otherwise specified and mutually
agreed upon elsewhere in this contract.  The contractor (seller) acknowledges
that all warranties granted to the buyer by the Uniform Commercial Code of
the State of Utah applies to this contract.  Product liability disclaimers and/or
warranty disclaimers from the seller are not applicable to this contract unless
otherwise specified and mutually agreed upon elsewhere in this contract.  In
general, the contractor warrants that: (1) the product will do what the
salesperson said it would do, (2) the product will live up to all specific claims
that the manufacturer makes in their advertisements, (3) the product will be
suitable for the ordinary purposes for which such product is used, (4) the
product will be suitable for any special purposes that the State has relied on
the contractor’s skill or judgement to consider when it advised the State about



the product, (5) the product has been properly designed and manufactured,
and (6) the product is free of significant defects or unusual problems about
which the State has not been warned.  Remedies available to the State
include the following: The contractor will repair or replace (at no charge to
the State) the product whose nonconformance is discovered and made
known to the contractor in writing.  If the repaired and/or replaced product
proves to be inadequate, or fails of its essential purpose, the contractor will
refund the full amount of any payments that have been made.   Nothing in
this warranty will be construed to limit any rights or remedies the State of
Utah may otherwise have under this contract.

11.  DEBARMENT:  The CONTRACTOR certifies that neither it nor its
principals are presently debarred, suspended, proposed for debarment,
declared ineligible, or voluntarily excluded from participation in this
transaction (contract) by any governmental department or agency.  If the
CONTRACTOR cannot certify this statement, attach a written explanation
for review by the STATE.

12.  GOVERNING LAWS AND REGULATIONS:  All State purchases are
subject to the Utah Procurement Code, Title 63, Chapter 56 Utah Code
Annotated 1953, as amended, and the Procurement Rules as adopted by the
Utah State Procurement Policy Board (Utah Administrative Code Section
R33).  These are available on the Internet at www.purchasing.state.ut.us.  

(Revision 2/14/2000 - RFP.Instructions)
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 REQUEST FOR PROPOSAL  (RFP) 

SOLICIATATION NUMBER DR3028 
  
 UTAH STATE OFFICE OF EDUCATION 
 CHILD NUTRITION PROGRAMS   

CHILD AND ADULT CARE FOOD PROGRAM  
 

TO CONDUCT ADMINISTRATIVE REVIEWS FOR THE UTAH STATE OFFICE OF 
EDUCATION/CHILD NUTRITION PROGRAMS AT INSTITUTIONS  

 
Introduction: 
 
The Utah State Office of Education (USOE) is seeking a qualified firm to conduct administrative 
reviews in institutions operating the Child and Adult Care Food Program (CFDA 10.558) under 
agreements with the USOE.  Proposals may be submitted by any public, private, non-profit organization 
or by individuals. 
 
Proposal Due Date, Time and Location: 
 
Six (6) copies of the proposal must be submitted by Tuesday, September 17, 2002, 3:00 P.M. at 
   
  State of Utah 
  Division of Purchasing and General Services 
  3150 State Office Building, Capitol Hill 
  P.O. Box 141061 
  Salt Lake City, UT  84114 
 
Late proposals will not be considered. Costs incurred in the preparation and submission of 
proposals are the responsibility of the offerer. The names of offerers will become public  
information. Amendments to proposals will be accepted provided they are received prior to the  
proposal due date and time.  
 
Points of Contact for Questions: 
 
 For RFP content related questions you may contact Warren Gaddis, USOE Child  
Nutrition Programs, at 801-538-7687 or wgaddis@usoe.k12.ut.us 
 
 For procurement process related questions you may contact Dan Reisner, State  
Procurement Coordinator at 801-538-3216 or dreisner@utah.gov 
 
Minimum Contractor Qualifications: 
 
The firm must make a positive statement that the following mandatory criteria are satisfied:  
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1.       Experience in conducting comparable activities (administrative reviews, agreed           
upon procedures, etc.) and ability to audit computerized systems. 

 
2.       Properly certified or licensed (including CPA, CIA, CFE, etc.) 
 
3.       Confirm that it is independent of the audit entities as as defined in the AICPA’s          

Rules of Conduct Rule 101, and that the offeror adheres to the general and field          work 
standards of the Government Auditing Standards, as published by the                 General 
Accounting Office’s (GAO) Comptroller General of the United States.       

Contract Term: 
 
The contract issued pursuant to this RFP will be effective from November 1, 2002 through September 
30, 2007. The initial contract will be for two years, with three one-year options to renew, subject to 
annual evaluation of contractor performance and availability of federal funds. 
 
Scope of Work: 
 
The Child and Adult Care Food Program (CACFP) is described in Part 4 (10.558) of the Compliance 
Supplement to OMB Circular A-133 and in 7 CFR Part 226.  There are currently 153 CACFP 
institutions with agreements in Utah; institutions are located throughout the state but are concentrated in 
the Wasatch Front, (See Attachment B)  Ten of the institutions are sponsors of family day care homes; 
111 institutions are independent child or adult day care centers (either private non-profit or proprietary); 
32 are sponsors of two or more affiliated facilities (private non-profit, proprietary or public).  There are 
no sponsors of un-affiliated facilities.   
 

• Reviews are to be conducted in any or all of these three types of institutions.  It is estimated that 
50 independent institutions, five sponsors with one to five affiliated facilities and seven family day 
care home sponsoring organizations will require review each year. 

 
• The reviews performed must cover areas, at minimum, listed in forms and materials devised by 

USOE (See attachments C and D). A minimum of one complete month of activity is to be 
reviewed; under some circumstances, such as specially requested reviews, additional months 
may need to be reviewed.  The reviewer will include commendations, suggestions, 
recommendations (findings requiring corrective action) and any questioned costs in reports to 
USOE.  Use of reports will be restricted to the USOE and institutions= management.   

 
• Two copies of the report are to be delivered to the USOE which may provide one to the 

institution's management.  Reports must be issued within two weeks of each review.  
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• Workpapers must be retained for a period of three (3) years after the completion of a review 

and the review has been closed by USOE.  Workpapers are to be made available for 
inspection by the USOE/CNP or government auditors if requested by them. 

 
• During reviews, any indication of fraud, irregularities or other illegal acts that may come to the 

reviewer’s attention in connection with an institution’s review will be reported to the USOE 
immediately. 

 
• The contractor may be requested to appear at administrative review hearings in the event an 

institution disputes recommendations and/or questioned costs. 
 

• Notify the USOE, in writing, prior to changes of partner, manager, supervisor or senior 
personnel obligated in the offer. 

 
Proposal Content Requirements: 
 
Proposals must contain at least the following information: 
  

• The procedures to be employed, sampling to be used, circumstances under which samples 
will be expanded and levels of materiality for reporting for the various types of institutions are 
the primary subjects for offerers= proposals.   

 
• In addition, the offerer is to describe how family day care sponsors= compliance with 

administrative funds reimbursement requirements will be evaluated according to the OMB 
Circular A-133 Compliance Supplement, Part 3 (A and B) and Part 4 (III A). 

 
• Specific federal programs examined. 

 
• The organization and size of the offerer and whether local, regional, national or international in 

operations. 
 

• The location of the office from which the work is to be done and the number of professional 
staff, by staff level, employed at that office. 

 
• Identify the reviewers, review managers, field supervisors and other staff who will work on 

the reviews.  Resumes of relevant experience and continuing education of staff, including the 
individual with final responsibility for the reviews, should be included. 

 
• Affirm that the offerer does not discriminate against any individual because of race, color, 

national origin, sex, age or disability and that these are not a factors in consideration for 
employment, selection for training, promotion, transfer, recruitment, rates of pay, or other 
forms of compensation, demotion or separation. 



 4
 
• Submit certification regarding debarment, suspension, ineligibility and voluntary exclusion, 

lower tier covered transactions. 
 

• Identify Utah day care institutions or sponsoring organizations for which the offerer conducts 
audits or provides accounting or other consulting services which might cause, or appear to 
cause, a conflict of interest related to this request. 

 
Proposal Evaluation Criteria 
 
Proposals will be evaluated in accordance with the following criteria which are listed in order of 
importance: 
 

40% - price, with lowest ranked best 
 
40% - credibility and practicality of procedures to be employed, sampling to be used, 
expansion of sampling, levels of materiality and administrative expense review procedure 
 
10% - experience in years of conducting similar activities (such as attestations)  
 
10% - variety of programs reviewed  
 

The following table indicates how procedures are to be priced and will be evaluated.  Rates are to be 
"not-to-exceed" fees for each type of institution, regardless of location, and must include travel, per 
diem and any other out-of-pocket expenses. Inclusion of additional or conditional expenses will 
disqualify the proposal.  
 
 

TYPE 
 

Primary 
 
Additional sites 

 
Up to 100 

homes 

 
More than 
100 homes 

 
Independent center 

 
$ 

 
 

 
Sponsor of centers  

 
$ 

 
$ 

 
 

 
FDCH sponsor 

 
 

 
$ 

 
$ 

 
Appeal appearance 

 
$ 

 
 

 
$ 

 
$ 

 
 
More than one offerer may be awarded a contract if pricing and experience are comparable.  If only 
one proposal is received in response to this request, USOE may make recommendation to make the 
award or to re-solicit for the purpose of obtaining additional proposals.  
 



ATTACHMENT A: STANDARD TERMS AND CONDITIONS

1. AUTHORITY:  Provisions of this contract are pursuant to the authority set forth in 63-56, Utah Code Annotated, 1953, as amended, Utah State
Procurement Rules (Utah Administrative Code Section R33), and related statutes which permit the STATE  to purchase certain specified services,
and other approved purchases for the STATE.

2. CONTRACT JURISDICTION, CHOICE OF LAW, AND VENUE:  The provisions of this contract shall be governed by the laws of the State
of Utah.  The parties will submit to the jurisdiction of the courts of the State of Utah for any dispute arising out of this Contract or the breach thereof.
Venue shall be in Salt Lake City, in the Third Judicial District Court for Salt Lake County.

3. LAWS AND REGULATIONS:  Any and all supplies, services and equipment furnished will comply fully with all applicable Federal and State
laws and regulations. 

4. RECORDS ADMINISTRATION:  The CONTRACTOR shall maintain, or supervise the maintenance of all records necessary to properly account
for the payments made to the CONTRACTOR for costs authorized by this contract.  These records shall be retained by the CONTRACTOR for at
least four years after the contract terminates, or until all audits initiated within the four years, have been completed, whichever is later.  The
CONTRACTOR agrees to allow STATE and Federal auditors, and STATE Agency Staff, access to all the records to this contract, for audit and
inspection, and monitoring of services.  Such access will be during normal business hours, or by appointment.

5. CONFLICT OF INTEREST: CONTRACTOR represents that none of its officers or employees are officers or employees of the State of Utah,
unless disclosure has been made in accordance with 67-16-8, Utah Code Annotated, 1953, as amended.

6. CONTRACTOR, AN INDEPENDENT CONTRACTOR: The CONTRACTOR shall be an independent contractor, and as such, shall have no
authorization, express or implied, to bind the STATE to any agreements, settlements, liability, or understanding whatsoever, and agrees not to
perform any acts as agent for the STATE, except as herein expressly set forth.  Compensation stated herein shall be the total amount payable to the
CONTRACTOR by the STATE.  The CONTRACTOR shall be responsible for the payment of all income tax and social security amounts due as
a result of payments received from the STATE for these contract services.  Persons employed by the STATE and acting under the direction of the
STATE shall not be deemed to be employees or agents of the CONTRACTOR.

7. INDEMNITY CLAUSE:  The CONTRACTOR agrees to indemnify, save harmless, and release the STATE OF UTAH, and all its officers, agents,
volunteers, and employees from and against any and all loss, damages, injury, liability, suits, and proceedings arising out of the performance of this
contract which are caused in whole or in part by the negligence of the CONTRACTOR'S officers, agents, volunteers, or employees, but not for claims
arising from the State's sole negligence.

8. EQUAL OPPORTUNITY CLAUSE: The CONTRACTOR agrees to abide by the provisions of Title VI and VII of the Civil Rights Act of 1964
(42USC 2000e) which prohibits discrimination against any employee or applicant for employment or any applicant or recipient of services, on the
basis of race, religion, color, or national origin; and further agrees to abide by Executive Order No. 11246, as amended, which prohibits
discrimination on the basis of sex; 45 CFR 90 which prohibits discrimination on the basis of age; and Section 504 of the Rehabilitation Act of 1973,
or the Americans with Disabilities Act of 1990 which prohibits discrimination on the basis of disabilities.  Also, the CONTRACTOR agrees to abide
by Utah's Executive Order, dated March 17, 1993, which prohibits sexual harassment in the work place.

9. SEPARABILITY CLAUSE:  A declaration by any court, or any other binding legal source, that any provision of this contract is illegal and void
shall not affect the legality and enforceability of any other provision of this contract, unless the provisions are mutually dependent.

10. RENEGOTIATION OR MODIFICATIONS:  This contract may be amended, modified, or supplemented only by written amendment to the
contract, executed by the parties hereto, and attached to the original signed copy of the contract.

11. DEBARMENT:  The CONTRACTOR certifies that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared
ineligible, or voluntarily excluded from participation in this transaction (contract), by any governmental department or agency.  If the
CONTRACTOR cannot certify this statement, attach a written explanation for review by the STATE.

12. TERMINATION:  Unless otherwise stated in the Special Terms and Conditions, this contract may be terminated, with cause by either party, in
advance of the specified termination date, upon written notice being given by the other party.   The party in violation will be given ten (10) working
days after notification to correct and cease the violations, after which the contract may be terminated for cause.  This contract may be terminated
without cause, in advance of the specified expiration date, by either party, upon 90 days prior written notice being given the other party.  On
termination of this contract, all accounts and payments will be processed according to the financial arrangements set forth herein for approved
services rendered to date of termination.

13. SALES TAX EXEMPTION: The State of Utah’s sales and use tax exemption number is E33399.  The tangible personal property or services being
purchased are being paid from State funds and used in the exercise of that entity’s essential functions.  If the items being purchased are construction
materials, they will be converted into real property by employees of this government entity, unless otherwise stated in the contract.

14. WARRANTY:  The contractor agrees to warrant and assume responsibility for all products (including hardware, firmware, and/or software products)
that it licenses, contracts, or sells to the State of Utah under this contract for a period of one year, unless otherwise specified and mutually agreed
upon elsewhere in this contract.  The contractor (seller) acknowledges that all warranties granted to the buyer by the Uniform Commercial Code
of the State of Utah apply to this contract.  Product liability disclaimers and/or warranty disclaimers from the seller are not applicable to this contract
unless otherwise specified and mutually agreed upon elsewhere in this contract.  In general, the contractor warrants that: (1) the product will do what
the salesperson said it would do, (2) the product will live up to all specific claims that the manufacturer makes in their advertisements, (3) the product
will be suitable for the ordinary purposes for which such product is used, (4) the product will be suitable for any special purposes that the State has
relied on the contractor’s skill or judgement to consider when it advised the State about the product, (5) the product has been properly designed and
manufactured, and (6) the product is free of significant defects or unusual problems about which the State has not been warned.  Remedies available
to the State include the following: The contractor will repair or replace (at no charge to the State) the product whose nonconformance is discovered
and made known to the contractor in writing.  If the repaired and/or replaced product proves to be inadequate, or fails of its essential purpose, the
contractor will refund the full amount of any payments that have been made.   Nothing in this warranty will be construed to limit any rights or
remedies the State of Utah may otherwise have under this contract.

15. PUBLIC INFORMATION:  Contractor agrees that the contract will be a public document, as to distribution of copies, and Contractor gives the
STATE express permission to make copies of the contract and/or of the response to the solicitation in accordance with the State of Utah Government
Records Access and Management Act.  The permission to make copies as noted will take precedence over any statements of confidentiality,
proprietary information, copyright information, or similar notation.         (Revision date: Apr 24,  2002)















 
ATTACHMENT C 

Page 1 of  11                      

 CHILD AND ADULT CARE FOOD PROGRAM 
 SPONSOR ADMINISTRATIVE REVIEW FORM 
  

 
Date(s) of review 

 
Arrival time(s) 

 
Departure time(s) 

 
 

 
 

 
 

 
 

 
 

 
 

 
 Complete Documents on File 
 

 
 Document 

 
Yes 

 
No 

 
N/A 

 
 Comments 

 
1. Application 

 
 

 
 

 
 

 
 

 
2. Management Plan 

 
 

 
 

 
 

 
 

 
3. Approved Free and Reduced Price Policy               
  Statement 

 
 

 
 

 
 

 
 

 
4. IRS Determination 

 
 

 
 

 
 

 
 

 
5. News Media Release 

 
 

 
 

 
 

 
 

 
6. Procurement Documentation 

 
 

 
 

 
 

 
 

 
7. Food Service Contracts 

 
 

 
 

 
 

 
 

 
8. Site Application(s) 

 
 

 
 

 
 

 
 

 
9. Monthly Claims for Reimbursement                          
     (including  supporting documentation) 

 
 

 
 

 
 

 
 

 
10. Program Income Records 

 
 

 
 

 
 

 
 

 
11. Program Expense Records (Ledger) 

 
 

 
 

 
 

 
 

 
12. State Agency Bulletins/Memos 

 
 

 
 

 
 

 
 

 
13. Master list of enrolled children indicating             
    claiming category  

 
 

 
 

 
 

 
 

 
14. Title XX Documentation 

 
 

 
 

 
 

 
 

 
15. The institution/sponsor maintains all program records for three years after the date of submission of the final claim for 

reimbursement for the fiscal year to which they pertain, or if an audit is outstanding, until the audit is closed. 
ìYes ìNo 

 
CIVIL RIGHTS 

DATA 
 

16. The institution collects racial/ethnic data for enrolled children at each center annually and keeps this information on file for the 
required time period.            ìYes ìNo 

 
17. The institution announces publicly that admission is open all regardless of race, color, national origin, sex, age or disability.   

 ìYes ìNo 
18. The institution allows equal access to its program regardless of race, color, national origin, sex, age, or disability, to all 

attending children.          ìYes ìNo 
 

19. All publications and other forms of communication, such as radio and TV announcements, used to inform the general public, 
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parents of beneficiaries, and potential beneficiaries about the program include the required nondiscrimination statement and 
the procedure for filing a complaint. (Note: Radio or TV announcements 30 seconds or less may use the phrase, AThis institution is an equal opportunity 

provider.@)          ìYes ìNo 
 

20. The nondiscrimination poster A....AND JUSTICE FOR ALL@ is posted in a conspicuous place.  ìYes
 ìNo 

 
21. Informational materials are provided in the appropriate translation concerning the availability and nutritional 

benefits of the program, as needed.          
 ìYes ìNo 

 
22. The institution makes CACFP information available to the public upon request.    ìYes

 ìNo 
 
23. Materials provided by the institution which explain the CACFP to parents include the nondiscrimination 

statement and the procedure for filing a complaint.        
 ìYes ìNo 

 
 

 
 PARTICIPATION DATA AND ELIGIBILITY 
 

24. Review Month:                                                                                                                                                 
                            

 
25. Number of sites reported on the Claim for Reimbursement for the review month:                                               

                     
 
26. Number of approved sites verified as participating in the review month:                                                              

                    
 
27. The sponsor/center only claimed reimbursement for approved site(s).      ìYes

 ìNo 
If ANo@ list the site(s) that were claimed but not approved and number of meals. Record required corrective 
action. 

 
 
 

25. The sponsor/center only claimed reimbursement for approved meal types and times.   ìYes
 ìNo 

If ANo,@ list the site(s)meals and meal times that were claimed but not approved. Record required corrective 
action. 

 
 
 
 

26. Enrollment records are on file to support all children who are claimed.     ìYes
 ìNo 

Verify at least 30%. If ANo,@  list the children who were claimed and not supported by enrollment records 
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and record required corrective action. 
 
 
 
 
 

27. Children enrolled are within the regulatory age limits.      ìYes ìNo 
If ANo,@  list the children on program calculation sheet and record required corrective action. 

 
 
 
 

28. The institution uses the current income eligibility forms and guidelines and parent/guardian letter approved by the 
state agency.             ìYes
 ìNo 
If ANo,@ explain and record required corrective action. 

 
 
 
 

29. Complete and correctly approved income eligibility forms are on file for each child claimed for free or reduced-
price meals during the review month.         
 ìYes ìNo 
If ANo@ list the children who were claimed for free or reduced priced meals without a complete and correctly 
approved income eligibility form and record required corrective action on the Income Eligibility Discrepancy 
Review form. Complete the chart and document the number of children claimed by type, site, and the 
discrepancies. Record discrepancies on calculation sheet. 

 
Verification of 100% ì  Administrative Review of 30% ì 
 

 
 

PROPRIETARY TITLE XX CENTERS ONLY 
 

 
33. Month: 

 
Site 
1 

 
Site 
2 

 
Site 
3 

 
Site 
4 

 
Site 
5 

 
# of Enrolled Children 

 
 

 
 

 
 

 
 

 
 

 
Licensed Capacity 

 
 

 
 

 
 

 
 

 
 

 
# of Title XX Beneficiaries 

 
 

 
 

 
 

 
 

 
 

 
% of Title XX 

 
 

 
 

 
 

 
 

 
 

 
Meals are served and claimed at proprietary Title XX centers only during the calendar months when at least 
25% of the enrolled children or licensed capacity, whichever is less, are Title XX beneficiaries.  
 ìYes ìNo 
If ANo,@ explain and record required corrective action. 
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LICENSE INFORMATION 
 

34. License is current Expiration Date:                                     ìYes ìNo 
 

35. License is prominently displayed.         ìYes
 ìNo 

 
36. The center is at/within license capacity, and provider/child ratio at the time of review 

Capacity:                              Present:                               ìYes
 ìNo 

If ANo,@ explain: 
 
 

37. Center/sponsor is license-exempt         ìYes
 ìNo 

If yes, fire/safety and health/sanitation inspections are current     ìYes
 ìNo 

Copy of self-certification checklist is on file      ìN/A ìYes
 ìNo 

 
TRAINING 

 
38.  The center/sponsor received training conducted by USOE staff within the last year   ìYes

 ìNo 
Date:                     At USOE         FOCUS Training        On site by CACFP Personnel       

 
39. The center has implemented ideas/information provided during training.    ìYes ìNo 

Explain: 
 
 
 

40. Center staff recommendations for future topics/needs or training improvement ideas are: 
 
 
 

41. The center/sponsor provide all new staff with CACFP training.      ìYes ìNo 
If ANo,@, explain: 

 
 
 

42. Training is documented, at least annually, by agendas, attendance lists, and topics.   ìYes
 ìNo 

If ANo,@, explain: 
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43. The training topics facilitate meeting the goals of the CACFP standards .    ìYes
 ìNo 

If ANo,@, explain: 
 
 

MONITORING    N/A                 
 

28. Sponsor monitors sites          ìYes ìNo 
Total number of sites                              Number of sites visited within current fiscal year                 

 
44. Monitoring visits done within time schedules described in the management plan for the program year.(At least 3 times 

per year for Daycare; 6 times per year for 
outside school hours.)   
    
 ìYes ìNo 

If ANo,@ explain: 
 
 
 
 

45. Sponsor uses the review form required/approved by the State Agency.     ìYes
 ìNo 

If ANo,@ explain: 
 
 

46. Sponsor has conducted and documented all required reviews.      ìYes
 ìNo 

If ANo,@ explain 
 

29. The sponsor maintains complete and accurate records of corrective action required and taken.  ìYes
 ìNo 

If ANo,@ explain: 
 
 

30. The sponsor conducts follow up reviews as necessary.      ìYes ìNo 
If ANo,@ explain: 

 
 

47. Describe how the sponsor ensures that effective corrective action occurs. 
 
 
 
 

48. Describe procedures implemented by the sponsor for addressing centers with ongoing noncompliance. 
 
 
 
 

CLAIMS FOR REIMBURSEMENT VERIFICATION 
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MEAL COUNTS 
 
 
 

49. Meal count is taken at point of service for each meal.       ìYes
 ìNo 

If ANo,@ explain: 
 
 
 

50. The meal participation roll is taken  by                                                            
 

51. What kind of meal participation count record exists?  ì Hand count sheets ì Computer (program name-          
                ) 
Center completes an alternate point of service meal count and prints weekly documentation ì N/A ìYes

 ìNo 
If ANo,@ explain and record required corrective action: 

 
 
 

52. Daily point of service meal count records are maintained for each enrolled child at each center for each serving 
day of the month.           
 ìYes ìNo 
If ANo,@ explain and record required corrective action: 

 
 

53. The institution implements Aedit checks@ that ensure accurate meal counts.    ìYes
 ìNo 

If ANo,@ explain: 
 
 
 

54. Meal counts are accurate before claim is submitted to USOE.      ìYes
 ìNo 

List months and meals tested: 
 
 

If ANo,@ explain below and/or record on over claim sheet: 
 
 
 

55. Confidentiality is maintained for Free and Reduced Priced participants.    ìYes ìNo 
If ANo,@ recommendation: 

 
 
 

56. Sign in/out sheets correspond to meal count records.       ìYes
 ìNo 
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If ANo,@ explain below and record on calculation sheet. 
 
 

57. Attendance and meal count records are maintained separately.      ìYes
 ìNo 

 
 
 

MENUS 
 

 
58. Planned menus are available and posted for all meal types.      ìYes

 ìNo 
 

59. Meals or snacks are provided by: 
 

     ìOn Site Preparation    ìFood Management Company      ìSchool District     ìCentral Kitchen      
 
60. Daily, dated meal production for both children and infants, as applicable, are available, and up to date at the 

center, for all approved/ claimed meals. If using a Food Service, transportation sheets are maintained.  
 ìYes ìNo 
If ANo,@ explain and record required corrective action: 

 
 
 

61. Changes are noted on the menus/meal production records.      ìYes
 ìNo 

If ANo,@ explain: 
 

62. Cycle menus are utilized.          ìYes
 ìNo 

If AYes,@ number of weeks in cycle                 
 

63. Center reviews menus and accurately verifies menus for meal pattern requirements prior to compiling the claim 
for reimbursement.           ìYes
 ìNo 
If ANo,@ explain and record required corrective action: 

 
 
 

64. Menus reflect good nutrition by variety of colors, temperatures, textures, shapes, sizes and flavors. ìYes
 ìNo 

If ANo,@ explain: 
 
 
 

65. Medical statements are on file for all substitutions related to medical, special dietary or religious needs. 
ìN/A ìYes ìNo 
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DAY OF REVIEW - OBSERVATION OF MEAL SERVICE 
 

66. Circle meal observed and record applicable meal times. 
 

   Breakfast  A.M. Snack  Lunch  P.M. 
Snack 

 Supper 
 
Scheduled Meal 
Service Time: 

 
 

 
 

 
 

 
 

 
 

 
Meal Service Time 
Observed: 

 
 

 
 

 
 

 
 

 
 

 
 

67. Record the food items and serving sizes. 
 

 
 1-12 Year Olds  
 

Meal Components 
 

Food Item 
 

Serving Size  
 
Milk 

 
 

 
 

 
Meat/Meat 
Alternate 

 
 

 
 

 
Fruit/Vegetable 

 
 

 
 

 
Fruit/Vegetable 

 
 

 
 

 
Bread/Bread 
Alternate 

 
 

 
 

 
Other 

 
 

 
 

 
 

68. The menu documentation corresponds to the meal observed.      ìYes
 ìNo 

If ANo,@ explain: 
 
 
 

69. The meal observed contains all components and fulfills minimum requirements.    ìYes
 ìNo 

If ANo,@ list the missing components and describe technical assistance provided. 
 
 
 
 

70. Was meal served Individually or Family Style?       ì I ì F 
 
If family style, was child encouraged to take correct portion sizes?   ì N/A ìYes

 ìNo 
 
If family style, were the participants encouraged to eat all the meal components? ì N/A ìYes

 ìNo 
 

71. The meal service occurs in a positive/pleasant environment.      ìYes
 ìNo 

 
 

72. Record meal production record for meal observed: 
 
 

 
Quantities Planned 

 
Serving Size  

 
 

FOOD  
Units 

 
X Serving 
per unit 

 
= Total 
servings 

 
Cans/Gal 

 
Lbs. 

 
USDA 
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Number Planned: 

 
Number Served: 

 
1-2 

 
3-5 

 
6-12 

 
Adults 
 

 
Comments: 

 
 
 
 
 
 

73. Record the food items served and serving sizes for infant meals. ìN/A 
 

 
 INFANTS 

 
Food Item and Serving Size  

 
Meal Components 

 
Birth through 3 

months 
 

4 through 7 months 
 

8 through 11 months 

 
Iron Fortified Formula 
Breast Milk/Whole Milk 

 
 

 
 

 
 

 
Infant Cereal  

 
 

 
 

 
 

 
Fruit/Vegetable 

 
 

 
 

 
 

 
Meat/Meat Alternate  

 
 

 
 

 
 

 
74. At least one required component of the infant meal pattern is supplied by the center for claimed infant 

meals.ìYes ìNo 
If ANo,@ explain:  

 
 

 
 
 

HEALTH/SAFETY/SANITATION 
 

 
 

 
Yes 

 
No 

 
78. The refrigeration units are clean and free of odors. 

 
 

 
 

 
79. Thermometers are present in food storage areas to monitor appropriate temperatures. 

(Refrigerator 40 degrees, freezer 0 degrees or below, and dry storage 70 degrees or 
below) 

 
 

 
 

 
80. Food is properly stored in refrigeration units and in dry areas. 

 
 

 
 

 
81. Food is stored at least 6" off floor. 

 
 

 
 

 
82. Cleaning supplies and other toxic materials are safely stored out of the reach of children 

and away from food. 
 
 

 
 

 
83. There are no obvious  fire, health and/or safety hazards observed in the center. 

 
 

 
 

 
84. Food service was conducted in compliance with generally accepted health and sanitation 

practices. 
 
 

 
 

 
85. Comments: 
 
 
 
 
 
 
 

 
 

 
 

 
 

COMMODITIES 
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86. Center elects to receive:    Cash-in-lieu                                         Commodities                           
If center receives cash-in-lieu, skip to next section. If center is receiving USDA commodities, continue. 

 
87. USDA commodity usage is reflected on meal production records.     ìYes

 ìNo 
If ANo,@ explain: 

 
 
 

88. Monthly inventory records are maintained.        ìYes
 ìNo 

If ANo,@ explain: 
 
 
 

89. Commodities are stored:   Pallets                Shelves                Away from walls                Other             
 

90. Commodities are readily identifiable and separated from purchased items.    ìYes
 ìNo 

If ANo,@ explain: 
 
 
 
 

FISCAL INTEGRITY AND PROCUREMENT 
 

 
91. Institution operates a non-profit food service operation. Complete ledger for one month of financial data.

 ìYes ìNo 
 
 

 
92. The institution=s cost justified it=s reimbursement.       ìYes

 ìNo 
If ANo,@ explain and record required corrective action: 

 
 
 
 
 

93. The institutions  food items purchased support menus claimed      ìYes
 ìNo 

If ANo,@ explain: 
 
 
 
 
 

94. There are dated and itemized grocery receipts.                                                    ìYes
 ìNo 

 
 
 

95. Non-food program items and non-program items are separated.     ìYes
 ìNo 

 
 

 
96. The following are used for back up or additional documentation: Invoices            Ledgers            Canceled 

Checks             
 
 

 
97. Total gallons of milk purchased for month tested sufficient to serve the meals claimed.   ìYes

 ìNo 
If ANo,@ explain or record on calculation sheet:       

 
 
 
 
 

97. Documentation is on file to support the method of procurement used.    ìN/A ìYes
 ìNo 

 
 
 
 

98. Competitive bidding is used for purchases with a total value greater than $10,000.  ìN/A ìYes
 ìNo 
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        SUMMARY OF FINDINGS AND/OR  
RECOMMENDATIONS                                   

 
 

Record review Item # and a  brief description of finding and/or recommendation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The review is closed. ì       Review remains open until corrective action has been met ì 
Review conducted by contract reviewers and will be closed by  CNP Specialist ì  
 
I understand that if I do not implement recommendations as noted in this review it may result in over claims and/or a serious deficiency. 
 
Reviewer                                                                                   Date 

 
Institution Representative                                                     Date 
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 FAMILY DAY CARE HOME SPONSOR ADMINISTRATIVE REVIEW  
 
Sponsor:         Date of Review:   Date of Home Visits:  
 
Determine the period to review:                                                   . 
 
1-100:            # of homes x 10% =                      total to review.     101 + :               # of homes x 5%               total to review.   [If problems, expand sample.] 
 
Using the final FDCIS list or claim from USOE, complete the following to determine # of homes to review: 
     Tier I homes =                 /total # of homes =                   x total # of homes to be reviewed =                           # to review. 
     Tier II homes =               /total # of homes =                    x total # of homes to be reviewed =                          # to review. 
     Mixed homes =              /total # of homes =                     x total # of homes to be reviewed =                          # to review. 
 
To determine the # of IEFs to verify, complete the following: 
     Total IEFs on file             x 10% =             - IEFs reviewed in conjunction with tiering              =              additional IEFs to review. 
 
 PRIOR REVIEWS AND AUDITS 
 
At USOE 

 
 Comments 

 
1.  Look at the last audit and administrative review to find if corrective 
actions had been assigned and completed.  Look at the summary of drop-in visit 
findings for the past year.  Determine if there are any significant issues to be 
addressed.  List or attach findings or issues. 

 
 

 
2.  Is there a serious deficiency? 

 
 

 
3.  Does the sponsor have any outstanding corrective actions from audit? 

 
 

 
4.  Does the sponsor have any outstanding corrective actions from administrative 
review? 

 
 

 
5.  Describe actions reported as taken by sponsor to correct  
problems/deficiencies. 

 
 
 

 
At the Sponsor=s Office 

 
 Yes 

 
No 

 
N/A 

 
 Comments 

 
6.  Did the corrective action permanently correct the 
problem?   
     If no, describe. 
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7.  What steps has the sponsor taken to address drop-in 
findings?   
     Have these been adequate?  Explain. 

 
 

 
 

 
 

 
 

 
 
 GOVERNING BOARD (Nonprofit Only 
 
At USOE 

 
 Comments 

 
8.  Review sponsor Management Plan, Department of Commerce Report and IRS 
990 form to determine who the board members are. 

 
 

 
9.  List the names of the board members. 
 

 
 
 

 
10.  Is the majority of the board made up of people who are not financially 
interested in its activities or related to the staff or executives of the organization? 

 
 

 
11.  Are any organization staff or executives voting members of the board or 
serving as officers of the board?    
       Are financially interested people or relatives serving as officers of the board? 
       If yes, what is being done to correct? 

 
 

 
12.  What are the requirements for frequency of board meetings outlined in the 
bylaws?   

 
 

 
At the Sponsor=s Office 

 
 Yes 

 
No 

 
N/A 

 
 Comments 

 
13.  After reviewing the board=s minutes and other 
available documents, are the board members the same 
as reported on the Management Plan. 
       If different, write names in comments. 

 
 

 
 

 
 

 
 

 
14.  Do the minutes indicate that the board  makes 
policy and provides program oversight? 

 
 

 
 

 
 

 
 

 
15.  Do interested parties abstain from voting on issues 
relating to their own compensation and acknowledge 
other conflicts of interest? 
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16.  Are the board meetings held according to the 
bylaws? 
       If no, how often were they actually held? 

 
 

 
 

 
 

 
 

 
17.  Is this a problem?   
       If yes, explain. 

 
 

 
 

 
 

 
 

 
 
 RECRUITMENT 
 
At USOE 

 
 Comments 

 
18.  Evaluate sponsor=s policy and procedure to recruit new providers as outlined 
in the management plan. 

 
 

 
19.  Determine if USOE has received any complaints regarding inappropriate 
recruiting practices. 
       If yes, explain. 

 
 

 
At the Sponsor=s Office 

 
 Yes 

 
No 

 
N/A 

 
 Comments 

 
20.  Are the appropriate procedures being followed? 

 
 

 
 

 
 

 
 

 
21.  Have inappropriate recruiting practices been 
terminated?  (see #19) 

 
 

 
 

 
 

 
 

 
 RECORDKEEPING 
 
At USOE 

 
 Comments 

 
22.  Ensure that all required non-profit documentation and CACFP agreement, 
application, management plan and budget is on file at the SA.  

 
 
 

 
At the Sponsor=s Office 

 
 Yes 

 
No 

 
N/A 

 
 Comments 

 
23. Does the sponsor maintain required documentation 
for 3 years + the current year? 

 
 

 
 

 
 

 
 

 
24. Does the sponsor maintain the following: 

 
 

 
 

 
 

 
 

 
      Current nonprofit documentation 
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      Approved agreement and application 

 
 

 
 

 
 

 
 

 
      Approved management plan and budget 

 
 

 
 

 
 

 
 

 
      USOE administrative manuals 

 
 

 
 

 
 

 
 

 
      USOE bulletins 

 
 

 
 

 
 

 
 

 
 
 
 CIVIL RIGHTS 
 
At the Sponsor=s Office 

 
Yes 

 
No 

 
N/A 

 
 Comments 

 
25. Is the nondiscrimination poster,  AAnd Justice For All,@ posted 
in a conspicuous place? 

 
 

 
 

 
 

 
 

 
26. Does the sponsor furnish CACFP informational material to the 
public upon request and in the appropriate translation? 

 
 

 
 

 
 

 
 

 
27. Do all publications and other forms of communication used to 
inform the general public, parents of beneficiaries and potential 
beneficiaries about the program contain the proper 
nondiscrimination statement? 
      Does the sponsor provide forms to non-English speakers in 
the appropriate language? 

 
 

 
 

 
 

 
 

 
28. Are new enrolled providers given current civil rights 
information? 

 
 

 
 

 
 

 
 

 
29. Is Building for the Future information given to new enrolled 
parents in appropriate language? 

 
 

 
 

 
 

 
 

 
30. Does the sponsor allow equal access to its program, regardless 
of the race, color, national origin, sex, age, or disability of the day 
care provider? 

 
 

 
 

 
 

 
 

 
31. Do providers offer the program and serve meals to all enrolled 
children equally regardless of race, color, sex, age, disability or 
national origin? 
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32. Does the sponsor annually collect the number of potential 
eligible participants by racial/ethnic category for its target area? 

 
 

 
 

 
 

 
 

 
33. Does the sponsor annually collect and record the numbers of 
providers and enrolled children by racial/ethnic category for each 
day care home and maintain for three years + current year? 

 
 

 
 

 
 

 
 

 
Record numbers: 

 
American Indian Alaskan  
 Native 

 
 Asian or 
 Pacific Islander 

 
 Black, not of 
 Hispanic Origin 

 
 Hispanic 

 
 White, not of 
 Hispanic Origin 

 
 Total 

 
Providers 

 
 

 
 

 
 

 
 

 
 

 
 

 
Children 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 TRAINING 
 
STAFF AND MONITORS 
 
At USOE 

 
 Comments 

 
34. Review the management plan for the approved training for staff and 
monitors. 

 
 

 
35. What are the consequences for non-attendance at training for staff and 
monitors?       

 
 

 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
36. Is the approved training plan followed? 

 
 

 
 

 
 

 
 

 
37. Are agendas/attendance records available? 

 
 

 
 

 
 

 
 

 
38. Does documentation (topics, dates) indicate 
appropriate training for each position? 

 
 

 
 

 
 

 
 

 
39. Is training offered consistently to staff/monitors? 

 
 

 
 

 
 

 
 

 
40. Are the consequences for non-attendance at training 
enforced? 
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41. Are they enforced equitably?   
      If no, explain. 

 
 

 
 

 
 

 
 

 
PROVIDERS 
 
At USOE 

 
 Comments 

 
42. Review management plan for the approved training plan for: 
      Pre-operational training 
      Annual training 

 
 

 
43. Does the sponsor account for non-attendance at training and what are the 
consequences? 

 
 

 
44. Does the sponsor=s method for evaluating providers= training needs include 
incorporating feedback from providers? 

 
 

 
 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
45. Is the approved training plan followed? 

 
 

 
 

 
 

 
 

 
46. Are agendas and attendance records available for 
review? 

 
 

 
 

 
 

 
 

 
47. Does documentation (topics, date) indicate 
appropriate training? 

 
 

 
 

 
 

 
 

 
48. Does documentation indicate training opportunities 
in adequate places, times and languages? 

 
 

 
 

 
 

 
 

 
49. Is training offered consistently to all providers? 
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50. If the approved training plan was not followed, 
review the actual training, using the cues below to 
determine if topics were appropriate.  Also document 
why they did not follow the approved training plan and 
determine if this was a reasonable approach 
      Attendance 
      Enrollment 
      Meal Compliance (pattern, components, creditable 
foods) 
      Meal Counting/Claiming 
      Menus 
      Safety/Sanitation       
      Special dietary needs 
      Substitutions 
            
       
 
 

 
 

 
 

 
 

 
 

 
 
 
 
 
 
 
 FINANCIAL RESPONSIBILITY 
 
At USOE 

 
 Comments 

 
51.  Review and take a copy of the sponsor=s current approved budget and 
management plan. Note problems/potential problems overlooked at approval. 

 
 

 
52. Check for SPWA granted at time of budget approvals, note any SPWA 
necessary for follow-up.  (Check list of required SPWA items.) 

 
 

 
53. Review  existing inventory report. 

 
 

 
54. Review existing lease agreements and contracts. 
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55. Check with financial staff to ascertain amount, if any, of administrative 
advance funds.         $                                     

 
 

 
56. Determine if there were any expansion funds granted, for what purpose, the 
amount received and any claimed expenditure. 

 
 

 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
57. Does the sponsor have an adequate system to 
ensure administrative costs are allowable and approved? 

 
 

 
 

 
 

 
 

 
58. Does the sponsor have detail (invoices, receipts, 
cancelled checks, etc.) to support administrative 
expenditures? 

 
 

 
 

 
 

 
 

 
59. Is there any evidence that the sponsor is building a 
contingency fund? 

 
 

 
 

 
 

 
 

 
60. Were expenditures budgeted? 
       If no, are they allowable? 

 
 

 
 

 
 

 
 

 
61. Has the sponsor obtained SPWA before expenditure 
where needed?  (See #52) 

 
 

 
 

 
 

 
 

 
62. Have less-than-arms-length transactions been fully 
disclosed and approved?   
      If not, please explain. 

 
 

 
 

 
 

 
 

 
63. Have shared costs been properly allocated? 

 
 

 
 

 
 

 
 

 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
64. Does the sponsor have a complete inventory of all 
federally funded equipment and is it  located on site? 

 
 

 
 

 
 

 
 

 
65. Are there any changes to the existing inventory as 
reported in the management plan? 
      If yes, why and was it documented? 

 
 

 
 

 
 

 
 

 
66. Does the sponsor track administrative funds 
received against funds anticipated? 

 
 

 
 

 
 

 
 



ATTACHMENT D 9

 
67. Are all administrative funds reconciled monthly? 
      If not, why?   

 
 

 
 

 
 

 
 

 
68. Is interest income identified and booked 
appropriately? 

 
 

 
 

 
 

 
 

 
69.  Is there any problem with the existing agreements 
and contracts?    
      If yes, explain. 

 
 

 
 

 
 

 
 

 
70. Are the sponsor=s administrative advance funds 
identifiable and recoverable? 

 
 

 
 

 
 

 
 

 
71. Based upon findings from claim re-consolidation (3 
months), is the amount of administrative advance 
excessive? 
      If yes, reviewer must initiate overclaim. 

 
 

 
 

 
 

 
 

 
72. Are the administrative expenses accurately reported 
on the monthly claim form? 

 
 

 
 

 
 

 
 

 
73. Does the sponsor have a system to track provider 
funds received against funds anticipated? 

 
 

 
 

 
 

 
 

 
74. Are provider funds reconciled monthly? 

 
 

 
 

 
 

 
 

 
75. Are provider funds disbursed within 5 days of 
receipt? 

 
 

 
 

 
 

 
 

 
76. Do the funds disbursed match the amount claimed 
and paid? 
      If not, why? 

 
 

 
 

 
 

 
 

 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
77. Is the sponsor collecting overclaims from 
providers? 
      If yes, how are the funds handled? 

 
 

 
 

 
 

 
 

 
78. Are there outstanding expansion funds not expended 
at this time? 
      If yes, will they be expended in the very near 
future? 
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79.  Were the expansion funds used for approved 
purposes? 

 
 

 
 

 
 

 
 

 
80. Were expansion funds claimed again as 
administrative expenses? 

 
 

 
 

 
 

 
 

 
81. Are licensing assistance funds properly expended 
and documented? 

 
 

 
 

 
 

 
 

 
82. Has the board been compensated in accordance with 
the management plan? 

 
 

 
 

 
 

 
 

 
83.  Are administrative overclaims paid to USOE from 
other funds? 
       If yes, explain the fund source. 

 
 

 
 

 
 

 
 
 
 

 
84.  Are time, attendance and mileage records 
maintained by all employees? 

 
 

 
 

 
 

 
 

 
85.  Does the sponsor review and compare time, 
attendance and mileage records with monitoring 
records? 

 
 

 
 

 
 

 
 

 
86.  Are employee benefits paid according to the 
management plan? 

 
 

 
 

 
 

 
 

 
87.  Is vacation, sick leave, compensatory and overtime 
handled in accordance with the management plan? 

 
 

 
 

 
 

 
 

 
88.  Have bonuses been distributed? 
       If yes, was SPWA obtained before bonuses were 
distributed? 

 
 

 
 

 
 

 
 

 
 
 CLAIM PROCESSING 
 
At USOE 

 
 Comments 

 
89. Obtain a copy of the ledger and copies of claims to be verified, including any 
amendments to original claims.   

 
 

 
90. Obtain list of active eligible providers for review month.  
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At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
91. Has the sponsor followed the approved management 
plan procedure for processing claims for 
reimbursement? 

 
 

 
 

 
 

 
 

 
92. Does the sponsor=s procedure identify and deny 
ineligible meals? 

 
 

 
 

 
 

 
 

 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
93. Does the sponsor=s procedure identify and address 
questionable claiming patterns? 

 
 

 
 

 
 

 
 

 
94. Does the system ensure that claims are made only 
for eligible approved providers and children? 

 
 

 
 

 
 

 
 

 
95. Are providers approved and eligible per the list of 
active eligible providers (FDCIS)? 

 
 

 
 

 
 

 
 

 
96. Do providers have a current written agreement and 
application with the sponsor? 

 
 

 
 

 
 

 
 

 
97. Are claims being made only for eligible enrolled 
children? 

 
 

 
 

 
 

 
 

 
98. Does the procedure produce an accurate and timely 
claim to USOE for reimbursement? 
      If no, why not? 

 
 

 
 

 
 

 
 

 
99.  If #98 is no, is it because the sponsor does not 
have sufficient trained staff that follows established 
procedures for processing provider claims accurately? 

 
 

 
 

 
 

 
 

 
 
 TIER ELIGIBILITY AND DOCUMENTATION 
 
At USOE 

 
 Comments 
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100. Describe sponsor=s tiering system and process.  Include sponsor=s system 
for identification and determination, renewal, hierarchy and documentation.  (List 
cues, if needed.) 
 

 
 
 
 
 

 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
101. Does the sponsor implement the system described 
in their management plan for identifying and determining 
Tier I and Tier II homes including:  

 
 

 
 

 
 

 
 

 
     a)  Hierarchy:  
          1. school data; 2. census; 3. income 

 
 

 
 

 
 

 
 

 
     b)  Documentation: 
          1. School (district map, district description,        
            name/title of district personnel, initials of          
            sponsor personnel and date) 
          2. Census (map, block number) 
          3. Income (appropriate verification) 

 
 

 
 

 
 

 
 

 
     c)  Redetermination of Tier Status: 
          1. School every 3 years 
          2. Census every 10 years or when new census   
            figures are released 
          3. Income every year (including verification) 
          4. Tier II providers as needed 

 
 

 
 

 
 

 
 

 
     d)  Identification of Tier II Mixed Homes: 
          1.Provider was given the option of having          
           IEFs distributed to all clients? 
          2.Confidentiality maintained when identifying      
        income eligible children? 

 
 

 
 

 
 

 
 

 
102. Are IEFs correctly completed and approved? 

 
 

 
 

 
 

 
 

 
103.  If Tier I by area and provider claims own 
children, is an IEF provided? 

 
 

 
 

 
 

 
 

 
 
 MONITORING POLICY AND PROCEDURES 
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At USOE 

 
 Comments 

 
104. Review sponsor=s monitoring policy and procedures.  Does it appear to be 
appropriate?  (List own cues, if needed.) 
 

 
 
 

 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
105. Were the following visits conducted: 

 
 

 
 

 
 

 
 

 
a.  minimum of 3 visits conducted for each home within 
the past 12 month 

 
 

 
 

 
 

 
 

 
b.  at least 2 visits  conducted during meals 

 
 

 
 

 
 

 
 

 
c.  at least 1 visit unannounced 

 
 

 
 

 
 

 
 

 
d.  visits documented with SA approved visit form 

 
 

 
 

 
 

 
 

 
e.  no more than 6 months between visits 

 
 

 
 

 
 

 
 

 
f.  pre-approval visits completed prior to operation 

 
 

 
 

 
 

 
 

 
g.  4 week visits completed (from start of operation) 

 
 

 
 

 
 

 
 

 
106. Did corrective action and termination procedures 
concerning providers match management plan or were 
they appropriate?       
      Describe problems. 

 
 

 
 

 
 

 
 

 
107. Does the sponsor perform follow-up with 
providers regarding monitor=s visit?   
       Explain the procedure and how sponsor documents 
the conversation. 

 
 

 
 

 
 

 
 

 
108. Do monitoring procedures (drop-in visit, parental 
contacts, other) appear to be sufficient?   

 
 

 
 

 
 

 
 

 
109. Has the monitor staffing policy been implemented? 

 
 

 
 

 
 

 
 

 
110. Was adequate time given for monitoring? 
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 PROVIDER FILE REVIEW 
 
111.  Number of Files Reviewed:                                                  [If problems are found, expand the sample.] 
 
112.  Complete the file review spreadsheet and summarize exceptions noted. 
 
 
 
 
 
 
 EVALUATION OF MONITORING (Summary of reviews conducted at the homes of providers.) 
 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
113. For monitoring purposes, are  provider =s office 
records reviewed before performing a review?   
        If no, explain. 
 

 
 

 
 

 
 

 
 

 
Evaluation of Monitor 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
114. Does the monitor evaluate the implementation of 
corrective action?   
        If no, explain. 
 
 
 

 
 

 
 

 
 

 
 

 
115. Does the monitor provide technical assistance in a 
manner the provider seems to understand?   
        If no, explain. 
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116. Does the monitor review the provider=s records for 
completeness?   
        If no, explain. 
 
 
 

 
 

 
 

 
 

 
 

 
 
Evaluation of Provider (during a review at the home of the provider) 

 
 

 
 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
117. Are provider=s records complete and up to date?    
       If no, explain. 
 

 
 

 
 

 
 

 
 

 
118. Does the provider implement basic health and 
sanitation procedures in preparing, serving and cleaning 
up of a meal service?   
        If no, explain. 
 

 
 

 
 

 
 

 
 

 
119. Does the provider demonstrate knowledge of 
program standards for the following: 

 
 

 
 

 
 

 
 

 
       Meal Patterns 

 
 

 
 

 
 

 
 

 
       Menus (have them available or posted) 

 
 

 
 

 
 

 
 

 
       Components 

 
 

 
 

 
 

 
 

 
       Creditable Foods 

 
 

 
 

 
 

 
 

 
       Serving Times 

 
 

 
 

 
 

 
 

 
       Substitutions 

 
 

 
 

 
 

 
 

 
       Special Dietary Needs 

 
 

 
 

 
 

 
 

 
       Claim Form   
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       Attendance 

 
 

 
 

 
 

 
 

 
       Enrollment 

 
 

 
 

 
 

 
 

 
       IEFs 

 
 

 
 

 
 

 
 

 
Comments: 
 
 
 
 

 
 
 MEAL SERVICE/NUTRITION 
 
At USOE 

 
 Comments 

 
120. Review the sponsor=s policy for approval of provider menus that meet the 
meal patterns, components and creditable foods. 

 
 

 
121. Review the sponsor=s policy and procedures for reporting serious safety and 
sanitation violations to the appropriate authorities. 

 
 

 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
122. Is the sponsor following their procedures for 
approving provider menus?   (Describe in comments.) 
      If no, explain. 

 
 

 
 

 
 

 
 

 
123. If the sponsor provides menus, do they reflect the 
proper meal pattern, components and creditable foods?   
        If no, explain. 

 
 

 
 

 
 

 
 

 
124. Does the sponsor have a system to identify which 
menu is served at each meal that seems reliable and 
accurate ?   
        If no, explain. 

 
 

 
 

 
 

 
 

 
125. Does the sponsor have an adequate system to 
identify when substitutions are used? 
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126. Are approved serving times reasonable?   
        If no, explain. 

 
 

 
 

 
 

 
 

 
127.  Has the sponsor had occasion to report 
safety/sanitation violations? 
        If yes, explain (to whom, what happened, 
immediate threat, if immediate threat, were they 
terminated). 

 
 

 
 

 
 

 
 

 
128. Does the sponsor have on file appropriate 
documentation of special dietary needs?   
        If no, explain. 

 
 

 
 

 
 

 
 

 
 
 
 IMPLEMENTATION OF MANAGEMENT PLAN 
 
At USOE 

 
 Comments 

 
129.  Review  job descriptions, equipment policy, procurement policy and appeal 
procedures  in the management plan. 

 
 

 
At the Sponsor=s Office 

 
Yes 

 
 No 

 
N/A 

 
 Comments 

 
130. Are the functions and tasks (job descriptions) 
accomplished as described in the plan? 

 
 

 
 

 
 

 
 

 
131. Is program purchased equipment used for program 
purposes? 

 
 

 
 

 
 

 
 

 
132.  Is program purchased equipment used for other 
purposes? 

 
 

 
 

 
 

 
 

 
133. Is equipment used as indicated in the management 
plan? 

 
 

 
 

 
 

 
 

 
134.  Is the sponsor following the procurement policy?   

 
 

 
 

 
 

 
 

 
135.  Are appeals held in accordance with the 
management plan and regulations? 

 
 

 
 

 
 

 
 

 
 



ATTACHMENT D 18

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 REVIEW FINDINGS 
 List commendations, recommendations, suggestions for improvement and corrective action.  
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Sponsor:                                                                                                                                   Reviewer:                                                                                        
                                                                                                                                            

 
REVIEW SUMMARY 

 Describe the strengths, weaknesses, potential problems and other significant findings of the sponsoring organization. 
 
Reviewer: 
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